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12 August 1963

 MEMORATDUM FOR: Acting Deputy Dirvector (Suppert)
CBUBJECT 3 Revised Correspondence Handbook

1. The attached revised Correspondencs Hanﬁbcost sube S TAT
wiitted for your approval, coordination and publi « In
keeping vith our policy to improve operwork managemsnd progranms
the houdbook was revised to update and wodernize the Agen )
respondence practices. This publicetion will rescind HB

Goted By 1955.

2. T Hepdbock was info rpally ecoriinated with

R | 6/DCT, TUL; W" j
. CB o @dﬂi‘tiqﬁg
to be reviewed by
Director.

2 coordination may be referred

s TAT

Record ' Administration Officer
Attactment e

RW NESYF&TWF - WTTEN&[ USE QNEY
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~ Bome practices which will epeed up the preparation and processing of core

| Bpecdletter, wherever poszible; greater use of properly deaigned formws spd
- Torm letters) making winor corrections +iih pen end ink rather than ree

 The Hanfbook is revised to updete all eowwnw&em practicss and to praa

Ta wajor change in the style format is introfuced in the Eandbook. The m@&ia\_
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s STAT
Resclgsionssg o

vids for ths cheanges necessary since its initizl publicstion in 1552. New
“teples dncliuded in this Hanlbook are Reports, Ninutes and Agenfa, ths Bpwau _
letter; and ths iewmoraniws Poru P 10. '

e

Tied block styl@ will be adopled for ell womorandums and latisrs, except
thoss leté “‘3 prepared for the gignatures of the ICT sand the DIXI. By using|
the block ciyle this Agenocy will conform to the stendard style and foymat o
premrib@ ,cr Gavzam :::t»wide uie. Adbersonmce to 8 stonderd forwat and umie|

| types of

| form eupe
: \Vmgulatim;

¢ will locreses corresponisace efficiency. Where gpecial :
mﬁica iom am required the siseisl $nstructions end Agency sl
zartaining 4o theze will govern their preguration. .

resporiaznce are the wider use of the OfTice Meworanfum Form; use of the

the entire letter; and keeping dictated lotters and copiss to @ bare
You are ammm %o utilize these ?mc%iaea %o sxpedite cor-
?egyvmuhww o . ‘:_

All “-“:--‘--.;'*"c *Mk vho prepare or process corvespondence will find sove p@rtien '
of ©. &oook of interest ¢o them. Revisions will be mnde s nocesssry
and awplemen»az. inforuation issued for 1morpcmtien in the &m@c@ke
Suvggestions for its imprma@&t will elways be welcomed.
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